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CHARTER FOR THE xwrgggiumncE NTEGRETION DIVISION
;g;ggnwcTQOﬁ

?his docament is deaigned.to servc as a general. gulde to the
operntion and administration d& the Intelligence Integration Divisicn.
It has also an even more important purpose-=to provide sach individusl
in the Division a clear concept of his Job ard wiilr & yardstick against
which both he and his superiors nay measure his performance. It is nct
intended to present a job-description, ia the usual senze, but rather &
basin for a matual understardipg of the responsibilities of relstions

between eech member of the organization and hils superiers and collrapres.

OUTLIKE
i, The Division Chief
IT, The Deputy Chief
III. The Special Projects Officer
Iv, The'Adm;nistrative Assistant
V. The Insiructor
Vi, The Suporvisors
ViI. The Analysts
VIII, The Clerical Personnel

e szoyr =HANHEENTAL.
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I. THE DIVISION CHIEF

Ao, His Mission:

In accordance with the policies and directives of the Assistunt
NDirector, 050, and the Chief, ST0), the Chief of the Intelligence Ianlegra-
tion Division is charzed with the operation and admimistration of aa
organization desimed to receive, prosess and meke svailable the Counter
Espionaze information that is gathered by 0S0.

B. His Functions:

1. To determine the specific objestives of the Division, to
establish procedures for and to “ix the responsibilities of his Division.

2. To direct and supervise the aperation ¢ the Division.

3. To initiate and carry into exscution pﬂcwramn for the iev&loPu
ment and evolution of the Divisien.

L., To be the final arbiter for the Diviasion in any case of inability
to reconcile divergent views or opinions among his ciberdinates.

5. To conduet such lizioon at the Divisien level as is required.

6, To supervise the preparation and submission of such periodie
or special rencorts as are required of the Division.

7. To so organize and administer his Division as to assure efficient
production, economical operation, competent guldanee of personnel, and main-
tenance of high morale, remaining always accessible to each and every menber
of the Division,

8. To put into exmcution the security »egulations of the CIA as they
relate to the operation of his divislon, essuring the scrupuleous adherence
thereto on the part of all his subordinaten,

9. To assist and advisa the AD/30 end Chief, STD, on intelligence,
administrative and pelicy matters, and to perform such anecific dutles ans
the AD/SO or Chief, STD, may from time to time direct.

C. His Functions Will Have Heen ?erform@d Satislfactorily When:

1. He has secured s smonth and expeditious {low of information and
intellizence through his Division and into 2 reaqil: accessible categorical
aystem.

2, Hz has organized and administered his office efficiently with
respect to both personnel and office management, s¢ that it is an efficient
and smoothly operating unit of the CIA.
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3. M2 has delegsted auihority 19 his subardinates in sueh & way
as to ralievs himself of the buwien of roubdne detail » thereby periitting
him to devote his energy aud sbility eff'ectively to the bwoader programs
of planning, slicy, direction and supeirrinion,

. 4. He has maintained, ard has assured mointenance by his subor.-
dinates, of close and fiiendly liaison s aprropriate levels with other
components of 030, CIA and othe~ zzencien of the Coversivent.

5. Ko nans demonstrated his effectiveress in agsisting and sdvising
the AD/S0 snd the Chief, ST, & applidrg their selicles snd diveciives to
the cporstion of his division.

2
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II, THE DFPUTY CHIEF
A, His Mission: =

Within the sphere of the policies and directives of the AD/SO
an¢ Chief, STD, the Deputy Chicf for Operations 1s rusponsible for assish-
ing and advising, and when necessary acting for “he Chief, IID, in the
operation and administration ef an organi ation desizned to process and
integrate information and intellmoenc“ into & conllabed categorical system
of records, :

B. Hie Functions;

1. Within the scope of his mission, to insure that the Diviaion
Chief i3 relieved of as much of the routine detall incident to the operation
of the division a» 4is feasible, at tho same blme esiwing that the Diviaion
Chief is constenily awere of all importent activities, operabions and dewelop:
ments taking place within the Divielon and with other eomponents of 0S50,

2. When necessary, hecause of the abssuce of the Division Chief,
to assume responsiblility for and to carry out all o* the duties and funchicns
of the Division Chief.

3. To carry out such duties and furctions of the Diviasion Chief
as the latier my delegate to him. ‘

L» -To put into exscution and to supervise the operational nlan39
policies a1d directivee of the Division Chief, 2nd te¢ act as his principal
adviser and assistant with respezi to the @F“r&ti&”w and adminietration of
the Division,

: 5, To know the security regulations of ihe CIA, OSO ans 11D, and
to be respenaible for scrupulous edherence thereio.

C. Hig Funstions Will Have Been Performed Sabisfactorily When:

1. He hac demomstratec als effactivenass in assisting and advising
the Division Chief, and in harmoniousliy applying ta& latter’s policies and
direetives to the opwrabion of the Divisien.

2. He has demonstrated his ability Lo relicve the Division Chief
of the burden of routing operating ﬁe%ailg ellowing the latier to devots
the mmjor nart of his energy and ability to the brosier programs of plan-
ning, poliuy, direcetion and supsrvision.

3. He has, by exercise of Lndprstandinzg iﬂﬁb:&%l?@a persaveranca,
loyality and morel couragc, Gemcnstrsted his ability o assume respc naih;lﬂ&J
and earry out effectively zny or all of the funcilons of the Division Chisf.
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IIX. THE SPECIAlL PROJECTS OVFiCER

A, ﬂiﬁ Miesion:

v Within the sphere of the policies and dircctives of the AD/SC
and Chief, STD, the Special Projects 0fficer is responeible for ausisting
and advising the Chieft of IID, and when necessary, acting for the Ceputy
Chief. .

B. His Functions:

1, Within the scope of his nissiocn, to insure that the Division
Chief is relieved of as much of Lhe routine astail ineident to the adminis-
tration of the Division nrojects as is ifeasail:le, 3%t the same time assuring
that the Division Chief and the Deputy are constzntiy aware of all, impor:ant
operational and administrative activities an: developuents taking nlace
within the Division and other components of 030, ‘

‘ 2. When necessary, because of the absence of the Deputy, to
assume responsibility for and to carry out all of the duties and fuactione
of the Deputy, :

3, To carry out such duties and finectinns of the divisioa Chimf
as the latlLer may delegate to hiu.

Lo To put into execudion and to supervise the operational and
administrative project plans, poiicies and direciive: of the Division Chief,
and to act as his principal adviser anc assitbant with-respect to the projects
of the Division,

5. To know the security regulatione of the CIA, 0SO and IID, end
to bs responsible for scrupulous adherence thoreto.

C. His Functions Will Have Been Perforied Sutisfactorily When:

1, He has demonstratec his effectivencrs in asusisting and advis-
ing the Division Chief, and in harmoniously spplying the latter's nolicies
and directives to the projccts of the Division,

2. He has demonsirated his ability to relieve the Division Chiaf
of the burden of routine aiministrative detall, allowling the latter to devote
the major part of his energzy and ability to the broader programs of planning,
policy, direction and supervisien.

3. He has, by exercise of und@rntandiﬁgs initiative, perseverence,
loyalty and mcral courage, demonstrated his ebility to assume respensibility
and carry out effectively any or 21l of the functione of the Deputy .
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IV, THE ADMINISTRATIVE ASSISTANT L]

A. His Mission:

The Administrative Assistant is charged with those administrative
responsibilities in relation to perscnnel, office equipment, supplies and
records of the Division which can be delegated by the Division Chief and
the Deputy, anc which will relieve them of the routine of day-to-day office
management .

B, His Functions:

). To aszsist and sdvise the Deputy on administrative matters and
to disseminate administrative inastructions applicable to the Division,

2, To assume thai edministrative supervision of the Division as
is delegated by the Deputy. .

3. To mz=intain the personnel recomrds acquired by the Division
and to advise the Division Chief particularly on such matters «s absentec
and sickness records, and promotion eligibilities,

Lo To mointain duty rosters for the Division and to zdvise per-
sonnel of their detail to apecisl duties.

5. To assist and advise the Divieion Cnief on Diviasion layout,

6. To make the neccessary arrangements for procurement, location
and maintenance of office equipment, and supplles required by the Division.

7. To make the necessary arrengemenis for procurement and dis-
tribution of the expendable supplies required by the Divisieon.

€. To know the security regulations of the CIA, 0SC and iIlD, and
to be responsible for scrupulous arherence thereto,

9. To assume such other routine or special administrative duties
as may be directed from tinme to time by the Deputy,

C. His Functions Will Haye Beer Performed Satisfactorily When:

1. Throuzh comprehension of the problems involved, the exsreise
of initiative, and the application of & will to follow through, he has
contributed materially tc the development and promotion of a scund, efficient
administrative routine for the Divislon.

2. He has demonstrated hie effectiveness both in relieving the
Deputy of concern for administrative detail and in koeping him well informed
of the important zdministrative conditions existing or arising in the office.

3. He has demonstrated hies effectiveness in dealing tactfully
and harmonionsly with his associates in the Divisicn and other components
of CIA.

L. He Sas shown his ability for dealing successfully with the
problems arising within his administrative Jurisdiction.

SE%ET
/6 -
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V. THE INSTRUCTOR

A, His Mission:

The Instructor is charged with meeting personnel raeporting for
duty, orienting them, performing Iintroductions, instructing then as to
the general policiee of 030, STD and 1ID, and giving them spzeific teaine
ing for their ultimate sssignment within the Diwvision,

B. His Functions:

1. To meazt new perscanel and introduce them to Divieion perzonnel.

2, To orient new personnel as to work hours, overtime, security
regulations, and cther peneral policies of 0S0, STD and IIU,

3, To teach all new peraonnel the specific duties and soverning
rules for the position the incumbent is to octupy.

. ho To maintain s schedwl.e of training progress for cach nuw
employes. .
5. To retrain old emplorees for new sssigaments.

6. To recommend personn:l reassignments &> the Thiel and Deputy,
based upon perscnal observation of treiness,

7. To give the Diviaion lacturaes that are required by the Tredn-
ing Division.

8. To give employess of Staffe and Forelsn Divisions specilic
training in IID procedures and technlguer as the occasion may demand.

9. To conduct orientaticn tours of the Division &8 paxt oi the
" training program.

C. His Functions WiJ1 Have Moen Performed Satielactorily when:
1. He haa thorcughly oriented and trained all zew IID perzonnel.
| 2. He hag retainoed axperienced division personrel for new assign-
mentes 3, He hag conducted adecuates tours and training for the perzonnel
of Staffs and Foreign Divisions,

Lo He har developed and delivered tha lectures pertaining to the
division that are required by Tralning Divielon.
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VI. THE SUPERVISORS

A, Their Miassion:

Within the purview of the Division polisies and direcilves,
each Supervisor is charged with the .z.eaderahip and managenent of a toanm
whose purpcse is %o preeest “nformation and fotellic inee inte o collated
Counterespiorage wecords systam.

B. Their Funetgons:

1. To determine the specifie objectives of his zectiom, to
establish proceduces, anc to fir clecrly the resconsibilitiss 7 his
section and its members.

2. With the cocperation, aceistanee ard advies of the Chief
and Deputy of the Divisicn; to plaa rad execute the \ang-ranse intai-
ligence processing progr:m of his section,

3, To initiete, and to encowrage his suborlinat:s to diniliate 5
projects and techniques pertinent to tix operation o? his Sostion.

L. To supervise, revlcys aml e responsidle for “he poodustion
of his subordinates in order to inrure that his Section produces a sound,
finished job.

5. To supervise snd miiniain such coordinasion as 18 reguirad
with Sections of :ID.

6. To indoctrirate his subordirates in all phases of their work,

to delezate responsibility for aspects of the work that will challonage
interest and ability, and to entourage sdvancement on the job.

. 7. To be resporsible for the routirs wensi went of his Sactden,
and to prepare such pericdic or speclial administratice reporis as may be
required.

8. To know the securi.y reguiations of the CIA, 050 and IID and
to be responsible for scrupulous adhercnce thersio.

_ 9. To assist and sdvisc the Division Chief and his Deputy on
matters pertaining to the production and the adainletration of the Division

His Punetions Will Haxe Been Performed Satisfactorily When:

1. He has secured & cmouh aud expeditious flow of moberial
" through his Saction.

2. He has administered and supsrviced hls Secbicn so tLhat it is
dn effective und smoothly operating compenent of the Divieion.

s:zérﬁfi T
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3. He has demonstrated his effectivenese in carrying out the
policies and directivee of the Division Chief, and in offering his
superiors constructive assistanca and advice.

4o He has demonstrated, by the exercise of initiasive und the
will to follow through, his effecctiveness in promoting the maximum pro-
duction by his section. -

5. He has demonsirated his effectiveness in indoctrinaticn »
éncouraging and developing the memers of hie section,

-9
SECKET |
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VIII, THE ANALYST:

A. Their Hission:

, In accordanee with the programs, pelici=s and directives ‘
established by the Division Chief, and under the dirsction of his Scetion
Supervisor, the Anziyst is respensible for the agsinilation, analysis
and memoranda crcation of the imtelligence pertinent to nis assizned
geographical area or ficld of .responsibility,

B. Their Funeticns:

Note: Eaech of the following functions is performed to a zreatei
or lesser degrese by every analyst whether assigned to Analysis functions opr
Service functions, They together consistute an overall guide for tha sece
tion supervisor and & geal for the individual aralyst, :

1. To seek sut end analyze all available irfermation and intel-
ligence pertinent to his asgigned area of reaponsivility and comnensurate
with his abiliiy, knowledge, and experience.

2, To prepare or assist in the prepava.ion of all assigned projects.

3.  To advise his Supervigor on those intellicence matters to whieh;
in the course of his work, he has devoted partieular attention or study, or
in which may mey have become s speclalist,

e To assist his Superviscr in the developnent of long-range intel-
ligence programs for his Sectlion,

5«. To develop procedures and metheds of keeping intelligence records,

- 6, To assist his Supe:rvigor in the preparaticn of such periodiec or
special reports of an admin sirative mature as are required of his aectichy

7. To perfors such other specifie assisoments as shall be directed
by his Supérvisor. :

- 8, To brogden his backgrouad knowledge of his particulsr area through
study, assimilation of current. material, and by aveiling himself of the know-
ledge and experience sffered by his Supervisor.

9 To know the security vesulations of the CI4, 0SO and IID and be
responsible for scrupulous adlterence thercto,

C. His Funciions WAL have been Performed Satisfactorily When:

1. He has demonstrated through the exerciss of initiative and
the will to follow through, his ability to Froduce a smooth flow of soundly
analyzed intelligence or complehbe memoranda.

= Q=
i P I n I
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) 2. He hac demonsirated personal interest ir his job and an
awareness of his responsibilities. .

'3, He has shown his ability to work successfully under prescure and
to meet assigned deadlines or tims limitations.

k. He has demonstrated his willingness end effectiveness in working
harmoniously with his aesociates, preserving hie leyalty to his superiors,
and at the sare time, rctaining his own intellectuszl integritvy.

=
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VIII.

. THE_GCI.RRICAL PERSONNEL

A, ‘ ﬂ;’ air Missicn:

The clerical persomnel asaigned to the Intelligerce Integrae
tion Division are members of a team charged with providing the typing,
filing, searching, checking, gereral clericzl anc scerctarial services
which are essential to the Division's receipt, processing, collation and
integration of information and intelligence into & smootlh working records

. 8ystem,

B. Their Functions

Note: The cperation of IiD requires the paricimince of a variotyr
of tasks and the applicetion of numerous ekills, Clericel sorkers, whether
clerks, typisis or secrctaries, are nssigned by thetz auporxtvisers Lo specific
dutles commensurate with their sbiliifes, krowledge ind expsrience, Age
cordingly, it should be understcod that the follovirg functions apply te
each individuzl in grecter or lesser degrees, and altozother ccnstisute a
guide and a goal toward which the individual should be steecily sdvaneirg.

1. To do the typing, f£iling, searching, dolivery arc¢ checking re-
quired by the Section or by the Division.

2, To assist in the development and operaticn 27 efficient pro-
cedures for processing intelligence and other matierial within the Secticn
and other comporeats of 030,

3. To develop and maintein a tickler file or calendsr of coming
evyents adequate to meet the neets of the Section. :

ho Under the supsrvision of the Seetion Supsrviscr to sasizi in
compiling information or statistics, or otherwise performing besic resecrch
tasks commensurate with their ability and knowledge end &3 requested by
their superiors,

5. To become thoroughly familiar with the overation £ the szction
and with its position and function within IID, OS0; :nd CXA, :

6. To know the security regulations of the CIA, OSC and 1D, and
to be responsible for scrupulous sdherence therets,

7. To assist in the preparstion of, or when called vpon, to prepars
such perlodic or special reports as are required lxyy the Seci.ion.

8. When called upon by the Deputy for Administraticn, to help their
assoclates in other sectlons of IID to perform aryr unusual or emergency
clerical taske, )

9. To plan and orgarize their work sc as “o be able to meed all
time limitations or deadlines.

10. In accordance wita the desirss of the section superwisor, to
receive callers, fulfilling the caller's requests when competont Lo do so,
or directing him courteously to the properly qualified indiidusl.

ST TR
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C. Their Functions Will have been FPerforacl Satdsrfactorily | hen:

1, Through personal interest in their work, the axzyreisc of
initiative, and application to follow through any wask underiikei, vy
have made the maximm contribution to the efficient uperation of or pro-
duction by the Section. '

, 2, They have demonstrated thelr ability to work in harmony with
their asscciates both during normal operations and when under pressurc.

3. They have demonstrated their effectivensss in increasing their
knowledgs not only of the specific job and those r:alated to it, but alkso
of the subject, activity, skill or area involved,

4 JUN 1951
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